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As you may already knov, we have endeavored to establish within the
Ceatral Intelligence Agency a program of centrelized administrative support
te tha entire Agenay, both domestic and oversess.

The Deputy Director (fdministration) directs and coordinates the admine
{igtrative sctivities of whe uffices of General Counsel, Compiroller, Loglstics,
Medical, sudiv, aud Securivy. These Offices function to provide theiy respec~
tive support for all Agency ectivities. In sdditien, I have established two
Staffe: m Regulations Cenircl Staff emi the Project ‘dminigtrative Flanning
gtaff. Until just recontly we had sn Office of General Services, providing
certain priating and reproductlon servicss, handling space procurament, rlanning
and sllocation within the Washington area, providing Bwuilding meintenance,
moving and telephone service, meintalning an electrical accounting machise
service, and sdministering = records mensgement program, vitsl materiels pro-
gram, central administretive files, and hoadquarters mail and courler service.
Effective 15 February 1954 this Office was abolished and its functions vere
sbsorbed in the Loglstice Office snd the Office of the Comptroller, which, 1t
is anticipated, vill effect comslderable savimgs to the Agency. Although
most of the other Agency Offices have administrative personnel and ~ompouents
within their organizations, they fumctios under tiwe technical direction and
policy guidance of my organizatiom.

I will try to briefly summarize the Munctions sand activities of the
varicus Offices and Staffa undey my Jurisdlciiem. ¥ will not go into the
activities of the Security (ffice st this time because you will be briefed
separately by that Office. S

Approved For Release 2001/95/#@?78-04718A00090021oo46-1



LECRA
Approved For Release 2001/05/1‘92:_CIA-RDP78-0471 8A000900210046-1

The Regulations Control Btaff i{s established for the administration of
an Agency regulatory system. This Staff establishes publications standards,
reviews all proposed regulstory issusnces, expedites appropriste coordinetion
of &1l proposed Regulations, secures formal suthenticatiom of all Regulations,
establishes a distridution system, and recommends initiation of regulatory
materisl in aress where there 1s need for the expression of Agency policy and/or
procedures. We are cuwrrently engaged in a program of vedrafting and republish-
ing an entirely new series of Agency Regulations, vhich is aimed at simplifice-
tion of expression, ismproved formet and substantive content, snd reduction of

of mmerous other issuvances regulatory in nature.

The Project administretive Plamning 9taff is responsible for developing,
eoordinating, and oblaining spprovel of speclal sdministrative policies and
procedurss for covart operntions requiring deviation from standards cstablighed
by Govermment and CIA Begulationg. Certain projects or yhases thereof muat de
conducted under cover or operational circumstances which preclude the complete
application of other parts of Agency Regnlations and the sstablishment of edmin-
istrative control preacribed thereunder. Accerdingly, an approved idmintistra-
tive Plan developed in close collaboration with the operating component concerned
constitutes a plammed and considered weiver or modificetion of other parts of
Agency Regulations to the extent comsidersd necessary and desireble for o
psrticular project. Primarily, the type of mufiam concarned ave proprietary
projects, subsidy projects, preclusive buying and epsrationsl investament
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activities, or other projects which, because of their mgnitude, sensgitivity

er complexities, vequire extracwdimary authorities or special procedures for

their support wnd comtrol. Sdministrative Plans for [ crrent operating 25X9A2
projects have been developed by this Steff and there is a continued reviev

and follow-up to enswre that the provisions of each plan are applicable to the

currest activity of the projects.

CFFICE OF THE CCMPTROLLER

The Office of the Comptroller is respomsible for the development and
admintstretion of the over-sll budgetery, financisl and menagement improvement
progroms of the Agency. This iavelves dudget preparation and Justification;
forminting and adminigtering s prograr of budigetary axecution to assure tiae
balsnced relationship between funds and sctivity reguiremsnts to accomplish
an orderly snd affective Trogram of obligetion and expenditure; establishing
sccounting and finenclal policies and procedures throughout the Lgancy; directw
ing and supervising studies and surveys of organimatiomsl structure for the
purpose of effeeting improvements and enoncmies; mreparing methods and procedures
for the bollerment of Ageacy operations; and providing staff sdvice to all
Agency components on related matters to ensure the establishment and meintenance
of appropriate controls and regulutiona with reapect to budget, accounting snd
mnagement laprovement matiersg.

The Office of the Comptroller maintains close liaisen with »)) offices
within the sgency in connection with procadures involving the internal admine
istration of dudgetary, fiscal, and maregement affairs. ZSxtersal budgetery
and fiscal activities require coordination and lieison with Cemmittees of
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Congress, the Bureau of the Budget, Treesury Department, Genersl Accounting
0ffice, Depariments of Btate, Army, Navy, Air Force and other Governmental
agencies. Continued lieison is exercised with budgetary and fiscal officisls
in other agencies to ensure that financisl processing meets ssawrity require-
ments. For security ressons special methods and procedures are developed
which involve deviations from the normal Govermmental routine channels.
Disbursing snd accoumting functicms are physically segregated between
the overt norwal Jovernment agency activity and covert operstional activity.
In the former cese we have our Fiscosl Division similar in all respects to that
of any other Goversment agency cperating under stendard procedures with a
detailed svdit by 2 resident GAC awiitor. In the latter we have our Finance
Division exclusively for disbureing nrd eccounting feor coufidential funda.

25X1A

r

S,

Approved For Release 2001/05/10 : %DP78-04718A000900210046-1



¥
S

Approved For Release 2001/05/10 : CIA-RDP78-04718A000900210046-1
25X1A1e -5

The accounting phase of the Compiroller's cperations is quite eomplex

since it involves many complicated Goverrment and commercial operations and
therefore encampasses corporation accounting and other commercial accounting
of varying degrees, all of which has tc be integrated into the Agency's

Govermmental accounting esystem.

LOGISTICS OFYICE
Loglstics Office is responsible for the procurement, distribution, and
accountebility of Agency eguipment end supplies; for transportstion of persomnel,
equipment and supplies; for meeting real estate end comstruction needs, and
for coordination and compiletiond forecasts of reguirements for Agency logistical
support.
The officé éeﬁahts»of five major divisions:
2. The Procurement Division: serves as purchasing aéent for the
entire Agency on a vorld-wide basis, mskes purchases from the Armed Forces,
from civilisn and Covernment sowrces, enters into coatractusl agreements for
the purchase of goods end services, and for the manufacture of such goods and
services where necessary. It is alsc responsible for the proper gdainistration
aod termination of such contracts.
b. The Trensportation Division is the traffic management unit of the

25X1Awy and is responsible for the shipment of Agency pergonnel and material

_frm the United States to overseas stations. It.is

alsc responsible for the operation of Agency vehicles, motor pool activities,
[ARDPEBe84718A000900210046-1
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¢, The Bupply Division is responsible for astablishing and maintain-
ing a system of property sccountability and responsibility throughout the world;
for providing yrocedures and contirols in the cperation of oversess depote; for

5X1A6a

tion, storage, peckaging, crating, sod issuance of =1} Agency eupplies and

equipment. This Divieion is also responsible for the development, isguance,
and revision of the sgency Supply Catalog.

d. "The Renl Estate snd Comgtruction Division m the over-all respon-
8ibility for recl estate and consiruction activities of the Lgeney; includisg
provieions for design of office syace, warehousing, 1iving muarters, comsunlcs-
tions, and monitordng fecilities, power {ngtallations, sewer and waler syatens,
heating a=d air comditioning, snd saquisitioning of real estate. This Divigion
also has the reepomeibility feor meimtaining s system of sccountabilily feor
Ageacy veal proverty holfines throughout the worle,

s. The Printing and Reproduction Division s responaidble for the
printing of ‘gency demumonts, providing ohotoptatie, microfiln, and other
relnted services on sa Agemcy-wide basis.

In sddition to the functions of the ifvigiens YIsted sbove, the Iogistice
Office, throvph its Coerdination snd Requiremente Staff, provides contimilng
asslstorce nud advice to the operating O7f1ices on logistice] metters such as
cbtaining logistical and gupply ianformation, expediting requisitions snd é&hip-
ments, compliling statistics on aveilsdility of items, determining fenpibllity
and recomsending substitutions. This Staff is also responsivle for comsclidst-
ing materis] requirements which sre provided seni-annually by the opereting

Sl
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Offices on a projected two-year besis. Thege requiresents ars used ae the
basis for determining amounts and types of purchases to be made and make the
Job of predicting vhat the future needs of ths Agency will be in terms of
pacessary logisticsl support.
™e logistics Office 1s concerned with ths development of o world-wide
ayst@ of logistical support whieh will provide maximm snd efficlent service
to 21}l operating componemts JfF the Agency--a system vhich will tring the source
of supply as close ss possible %o the base of operations. In lime vith this
policy one major depot has alreedy been established B th: purpose  25X1A6a
of garvieing operations in the worth Asim aree. Other such bages axe in
various stages of dsvelopment in the 3outh Apia ares, _mﬂ in North o5y ABg
Africa. ‘Thesc gtations will be warned By logisties perscnnel vwho are unier
the technical supervision of the Logletics Office.
Attoched ave tables and Cigures to show the scope of Lgency loglistice

operations.

Lw Yo
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MEDICAL (FFICE

The Medicel Office is responsible fer providing medical services to all
personnel employed by or assigned to the Central Intelligence Agency. The
Hedical Office in Washington accomplishes the physical evalustion of all
enployses and employee applicants, including all types of medical exsmination.
The local program also includes smergency First Ald treatment, dlagnostic and
consuliive service, visiting murse service and the operation of strategically
located Health Roams in the Washington area. The Medicsl Support Program for
overseas cperstions includes the establishment and maintemance of field medicel
installations and the sppropriate staffing of such posts in order to provide
adequate medical swpport.

There follows a brief description of the activities of the wariocus
components in the Medieal Office:

s. Technical Services Division is reapoasidble for the establishment
of physical standayds for all Agency positions both domestic snd forelgn; the
physical eveluation of all employees and applicanta, including such axamine-
tiong as entrance-on~-duty, overseus, returnee, return from extengive illness,
snnusl examinations and apecis) examinationa; the Agency preventive health
program includlpg X-Ray surveys, diagnostic and conpultative service when
required and s visiting ourse service; the operation of the CIA Dispensary
and eleven health rooms in Washiagton necessary for the treatment of minor
ailments or referral to speclslists; the treatment amd care of employees’
conpensation cases within the limits of availeble facilitiea, insluding lisison
with the Pederal Sscurity Agency on compensation cases; the care and trestment
of militery personnel in accopdence with reguleations and referrsl to military

redical installations s required. N

o

7
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b. The Progrem Coordination Division is responsible for the medicml
training of techniclane, rurses, and medical officers for sasignment to CIA
operational projects and an Agency health program; current worldewide epidemio-
loglcal information needed to imwnize persomnel for duty in sny pert of the
worlds lisison with other Govermment agencies such as the Department of Defemse,
FPublic Health Service, etc., in the exchange of medical information; the
establishment and meintenence of a program for collectiom, mlfmin, and
dissenination of medical information for the Medical Program; the maintensnce
of a medicel resesych program degigned to furnish basic research on spaciel
problems of a medical nature for Agency requirements; and the training of lay
personnel including operationmal personzsl in elementary and sdvanced first aid
and the medical aspects of operations.

@. ‘The Administrative Support Division is responsible for the
development .and operation of the Medical Office budget, imcluding thn. prepare-
tion of special project budgets; the development of plans, specifications, egquip-
ment and supply tables for operations support; the recrultment, processing and
maintenance of perscunel records of medicel persomnel including physicians,
specialists, muwses, and medical technicians, both overseas snd domestic; the
maintenance of the Medical Supply Program, imcluding current date on new druge
and equipment; the stocking of emergency medical supplies for immediste trans-
Ter to field installetions; the screening of all medical requisitions both
demestic and foreign to maintain Medical Office atandards, snd the meintenance
of a standard medical supply catalog for all Agency requirements.

d. The ?nycmtrie Division is respmmsidle for providing psychiatric
support to components of the Agency as required. This Division develops and
maintains criteris and standards for screoning and selection of personnal,

provides therspy, msintains psychistric comsultant and research programs, and
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assiats the cperating divisions with problems in this specialised field.

e. 7The Bpecial Support Staff is responsible for the establishment,
maintenance and technicsl supervisien of medical support aparaticns. This
includes advising overseas offices of the mefdical muypport required for opers-
tiomal projects in terms of size of medical activities, mmber and type of
professional medical personnel, and medical supplies and equipment needed; the
assigmient of medical personnel such ss doctors, nurses and technicians for
operations support, snd the handling of corraspondence with medical personnel
and medical activities overseas regarding the incidence of vericus disesses,
injuries, ete., sud their trestment.

AUDIT OFFICE

The Audit Office scte as a direct amm of the Director in the performance
of a final post-audit on all activities involving the use of unvouchered {con-
fidential) funds. This audit functionm: 1s not cze of internsl administrative
examination but rather a fimsl endit for the protection of the Dirsctor in the
proper and authorized use of covert funda and property. In the ahsence of a
GAC audit of unvouchered funds this audit is a very important function.

The Audit Office performs site audits, where practicabdle, in the Washington

25X1§ma_ and foreign field. To the extent feasible audit temms are

established in centrally located foreign areas who mudit several field instslla-
tions within close distances and having similar cover conmditions. At present
there is e team auditing in Zurope, cne in the Middle Pest, end one in the Far
Eaat.v. Where fleld audits cannot be performed, detailed sudits from reports and
vouchers submitted to Washington are performed in Veghington.

The scope of the sudit varies as the scope of cperations and cover varies.
On normal Government activities though covert in mature, the audit is performed

I & B For R IRe SAR A o A I ST PIS Rl 00850516840 Mhis includes
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spot voucher examination, counting of cssh, verification of bank balances,
review of internel controls apd procedures, review of the spplicaticon of
Agency regulstions, safekeeping facilities, etc. On the other hand some
operations of a commercial nature and extremely sensitive vhich cannot be
audited by individuals known to be attached to the Agency are sudited by
gecurity clesred non-Government public sccounting firms under the direction
and control of the Audit Cffice.

The sudit Office reports to the Director any irregular activities or
indications of uneconomical use of Agency assets which are determined to

require corrective or disciplinary action.

OFFICE OF THE OGENERAL COUNBEL

The Office of the General Counsel is responsible for handling all legal
matters arising in conmnection with the official business of the Agency. 1In
practice, this includes on the overt side the handling and interpretation of
legislation and the legal sspects of legislative lialgon; the legal aspects of
budget and fiscal problems, and personnel metiers such as leave, travel,
retirement, compensation, insurance, separations, loyalty programs; and staff
gupervision of the legnl mspects of supply, procurement, and general services,
including the specific review of negotiated contracts. A general function
unique to this Agency is advice on the lagal implications of the responsibility
of the Director for protection of intelligence sources and methods.

On the covert side the function of greatest isportence is advice on the
proper utilization of unvouchered funds. An allied function also unique, at
ileast in scope, to thie Agency is the protection of Government interest in
funds, property and control in covert operations where the Govermment interest

camnot cutwardly sppesr. In addition to these basic responsibllities, covert
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operaticas bring up legal problems of every matwre and type and often in an
entirely nev form without clear precedent. he scope is world-wide and in-
volves the spplication not only of United States lavs, Federal and State, but
also nationmal and occasionmlly international =,

The aim of the Office is, through staff assistance, to solve the legal
blocks encountersd in approved operstions with due regard to the protection
of United States interests and of the Directer in the exercise of hias respon-
sibllities.
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